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Adding an Attachment to a PA 
 
 

Description: 
 
Providers may add attachments to a prior authorization (PA) request that currently exists in the 
PA system; is in pending status (not reviewed or referred for review); or has at least one pending 
procedure code.  This attachment function is available via the gmcf website.    In order to attach a 
document to a PA, the document must be saved to one of the Provider’s system drives.  
Attachments should be in the following standard formats (JPG, TIF, TIFF, DOC, TXT, and 
PDF).  The file size MUST be less than 4MB in size.  Providers may attach multiple documents 
to one PA.  However, the documentation that is attached should only relate to the Member 
associated with the PA, and not relate to any other Members. Once a document is attached to 
a PA, gmcf staff will be able to view the information as part of the review process. 
 
Instructions: 
 
1. Open the gmcf website at www.gmcf.org 
 
2. On the right side of the home page is a list of ‘quick links’.  Click the link – Adding an 

Attachment to a PA.  This will open the first attachment page. 
 

First Attachment Page 
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3. In order to ensure that the document is attached to the correct PA, the PA tracking number 

and the Provider ID box must be entered.  Enter the PA Tracking number in the first box and 
the Provider ID for the Provider who requested the PA in the second box.  

 
 
 
 

Example 
 

 
 
 

4. Click Submit to open the next attachment page.   
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Next Attachment Page 

 

 
 
 
This page displays the files that are already attached to the PA.  From this page, Providers can 
search for the file that they want to attach to the PA.   
 
 
5. Click on Browse.  Search for and select the file that is to be attached.  Once you select the 

file, it will display in the box next to browse.  Note:  The following symbols should not be 
included as part of the document name:  \, /, #, <, >, ‘, “.   

 
When naming documents that you intend to attach, it is helpful to include identifying 
information such as the PA tracking number; Member name and a word(s) that indicates 
what is included in the attachment - such as LMN, progress notes, etc. 
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Example 
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6. To attach the selected document, click on Attach File.    Note:  The name of the file to be 

attached cannot have the same name of a file that is already attached.  If the file names 
match, the following error message will display. Select a different file or re-name the file.   

 
Example 
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If the attachment is successful, however, a message indicating that the PA file is uploaded will 
display at the bottom of the page; and the new attachment will display under ‘Files currently 
attached’ to this PA. 

 
 
 

Example 
 
 

 
 
 

7. To attach another file for this PA, select Browse and follow the same process as previously 
described.  Each file must be attached separately but multiple files may be attached to the 
same PA. 
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Guidelines for Attaching Files: 
 

• Documentation that is attached should only relate to the Member associated with the PA, 
and not relate to any other Members. 

 
• When naming documents that you intend to attach, it is helpful to include identifying 

information such as the PA tracking number; Member name and a word(s) that indicates 
what is included in the attachment - such as LMN, progress notes, etc. 

 
• The following symbols should not be included as part of the document name:  \, /, #, <, >, 

‘, “.   
 

• The name of the file to be attached cannot have the same name of a file that is already 
attached to the same PA. 

 
• Attachments should be in the following standard formats (JPG, TIF, TIFF, DOC, TXT, 

and PDF).  The file size MUST be less than 4MB in size. 
 

• If you have a very large PDF file and you are unable to attach the document, try reducing 
the file size.  Open the PDF document; select ‘File’ and then ‘Reduce File Size’. 
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Next, on the popup window, select the adobe version compatibility from the drop list. 
 

 
 

Then click, OK.  If this reduction does not work and the file is still too large to be attached, 
send an inquiry to CISInquiries@gmcf.org. 


